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About this manual
This manual covers the work of running the Order: admitting members, billing and banking dues, keeping the 
books, logging correspondence, running meetings and holding elections. What you see when you sign in 
depends on your role — a treasurer and a courier officer are shown two different portals, and each section 
below says which role it belongs to.

Conventions

● Each section shows the real screen, with numbered markers on it.

● The numbered notes under the picture match those markers.

● A path like Settings › Branding means: the Settings group in the menu on the left, then Branding.

● Screens differ by role. If a section describes something you cannot see, your role does not include it — 
that is by design, not a fault.
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Running the Order

Printing a roll call
Where it lives: /admin/members/roll-call

The printed roll call on headed paper: the quarterly list of who is a member and who is up to date.

1  Choose the categories to include — turn students, associates or fellows on and off independently.

2  Filter by dues standing to produce a list of members in good standing only.

3  Print at A4 up to A0 for a wall roll, portrait or landscape, or export the same list to a spreadsheet.

Loading historical dues
Where it lives: /admin/members/back-dues

Loading dues from earlier years for members already on the system, and marking which of them were paid.
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1  One row per member: the years they paid and the years still owing.

2  The preview names every member matched, every year that would be created and what each would cost — 
and totals it, before anything is written.

3  Rates come from a table of amounts per category per year, so 2019 is not billed at today's rate.

Membership applications awaiting review
Where it lives: /admin/applications

Membership applications, from submission through review to a decision.
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1  Each application carries its reference, the category applied for and where it has reached.

2  Open one to read the dossier, score it against your criteria, record an interview and leave review notes.

3  Approval creates the member, the account and the first dues; rejection records the reason.

Profile changes awaiting approval
Where it lives: /admin/member-profile-update-requests

Profile changes members have asked for, waiting for someone to approve or refuse them.
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1  One row per request, with who asked and what they want changed.

2  The review screen shows the current value beside the proposed one, so nothing is approved blind.

3  Approval writes the change to the register; refusal leaves the profile untouched. The member is told either 
way.

Generating the next dues cycle
Where it lives: /admin/subscriptions/generate

Generating the next dues cycle across the membership — the bill only; nothing is ever charged automatically.
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1  Choose the scope and the date to bill as at, then review what would be created.

2  Members already billed for the cycle are skipped, so running it twice is safe.

3  The nightly task does the same job for members whose own cycle falls due, where the host runs it.

Verifying payments
Where it lives: /admin/payments/verifications

Payments that need a human decision: bank transfers and cash, submitted with a proof.
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1  Each row shows the member, the amount, the method and what the payment is for.

2  Open one to see the uploaded slip, then confirm or reject it with a reason.

3  Confirming settles the dues line, issues the receipt and posts the accounting entry in one step.

The accounting ledger
Where it lives: /admin/accounting/ledger

The general ledger, kept to the SYSCOHADA chart of accounts, posted automatically from what happens in the 
portal.
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1  Every confirmed payment, fee and expense appears here as a double entry.

2  Trial balance, income statement and balance sheet are produced from these entries.

3  An auditor can be given read-only access to this without any power to change it.

Expenses
Where it lives: /admin/expenses

Expense claims and the budget lines they draw on.
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1  A claim carries its category, amount, supporting document and approval state.

2  Approved expenses post to the ledger against the right account.

Incoming and outgoing correspondence
Where it lives: /admin/couriers

The correspondence register: every letter in and out, with its reference, who it is from and what became of it.
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1  Inbound and outbound in one register, each with a unique reference.

2  Priority and status show at a glance what is urgent and what is still open.

3  An item marked confidential is handled by hand and its scan is never sent to the text-recognition service.

One item of correspondence
Where it lives: /admin/couriers/1

One item of correspondence, with its scans, its routing and its full history.
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1  The subject, the correspondent, the date received and any response deadline.

2  Attach the scan; its text is extracted automatically so the register becomes searchable.

3  Forward it to an officer, record the action taken, and close it when it is done.

Meetings and minutes
Where it lives: /admin/meetings

Meetings and their minutes, from the notice through the draft to approval.
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1  Council, chapter and committee meetings in one place, with their status.

2  Drafting minutes and approving them are separate acts, held by different people — as a real committee 
works.

A meeting record
Where it lives: /admin/meetings/1

One meeting: agenda, attendance, minutes, resolutions and the actions arising.
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1  The agenda is an ordered list, so the minutes can be written against it point by point.

2  Resolutions and action items are recorded separately, each with an owner.

3  Members called to the meeting can add it to their own calendar.

Elections
Where it lives: /admin/elections

Elections: convening, candidates, the ballot, and the published result.
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1  Each election has a mode, an opening and closing time, and a roll of eligible voters.

2  Voting can be in-app or recorded from a physical ballot.

3  Turnout is counted as votes are cast; results are published as a distinct step.

Managing events
Where it lives: /admin/events

Creating and running events: capacity, tickets, check-in and certificates.
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1  Each event carries its type, dates, venue, capacity and whether it is public.

2  Ticket types set the price; registration issues a ticket with a QR code for check-in.

3  A published, public event with a future date appears on the site by itself.

Managing training courses
Where it lives: /admin/training-courses

Training courses — the same machinery as events, with its own permission so a training coordinator needs 
nothing else.
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1  Courses are listed separately from events and appear on their own public page.

2  To appear publicly a course must be published, marked public, and not yet finished.

3  Attendance at check-in is what produces the certificate.

Administration and configuration

The administration dashboard
Where it lives: /dashboard

The administration landing page. Every figure and every tile respects your permissions, so two officers signing 
in see two different pages.
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1  Live figures: active members, applications in progress, payments awaiting verification, revenue confirmed 
this month.

2  The module menu, grouped by area. You only see the groups your role grants.

3  A badge counts what is waiting for you in that module.

The member register
Where it lives: /admin/members

The register: every member on file, whatever their category, status or visibility.
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1  Filter by status, chapter, category and login state, or search by name, Member ID or matricule.

2  Each row shows the Member ID, category, chapter, status, dues standing and last payment.

3  Badges call out what needs doing: dues owing, credentials never sent, documents outstanding.

4  Add one member by hand, or import an entire existing roster from a spreadsheet.

A member's full record
Where it lives: /admin/members/173

One member's complete record — the single place where their history, money and documents come together.

Page 20



Ordra — Officer manual

1  Identity, category, chapter, standing and Member ID.

2  Dues history, payments, documents, work history and education, each in its own card.

3  Actions on the record: issue credentials, change category, suspend or reinstate, print the certificate.
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Quick reference

To do this Go here

Decide a membership application Applications › Incoming applications

Approve a change a member asked for Members › Profile update requests

Bill the year’s dues Finance › Generate dues

Confirm a bank transfer Finance › Income history

Check the books Finance › General ledger

Print the quarterly roll call Members › Roll call

Log an incoming letter Courier & mail › Courier register

Publish minutes Meetings › Meetings & minutes

Open voting in an election Meetings › Elections

If something is not working
Report it to whoever administers your portal, with the page you were on and what you expected to happen. An 
administrator can see the error log the portal keeps, which usually names the cause exactly.
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